Instruction for Electrical, HVAC, and Plumbing contractors who are licensed
by the City of Milwaukee to register with ACA

STEP 1

Create/Register for new LMS account

The login page shown below will appear. Current users should continue and enter either the User Name
or Email.
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Welcome to the new Citizen Portal Login
We are pleased to offer our citizens, businesses, and visitors access to government s

User Name or E-mail:
services online, 24 hours a day, 7 days a week.
In partnership with Accela, Inc, we are fulfilling our promise to deliver powerful
e-government services and provide valuable information abaut the community while Passwand:

making your interactions with us mere efficient, convenient, and interactive. To use

ALL the services we provide you must register and create a user account. You can view

information, get guestions answered and have limited services as an anonymaous user. m
We trust this will provide you with a new, higher level of service that makes living and

working in our community a more enjoyable experience.

|| Remember me on this computer

What would you like to do teday?
To get started, select one of the services listed below:

General Information Building For best results, this site is

c with:
Lookup Property Information Search Applications
Schedule an Inspection Internet Explorer 11
Firefox 32
Development Enforcement Safari 6
Google Chrome 37

Opera 24
Search Records Lo

Search Applications Create an Application

New users will need to begin the registration process with steps 1 - 7 outlined below
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Account Registration
You will be asked to provide the following information to open an account:
= Choose a user name and password

= Perscnal and Comact Information
» License Numbers if you are ing as a licensed ional jonall

Please review and accept the terms below to proceed,

Disclalmer of Liabfity ~

T ity of Mibwaukot friaes wety pu e
el promete a better urnderstarding of the City snd its government. The Ciy attempts to provide
accurate, complete, and timaly information. Th Oy, NOWEver, cNOt JUIFNTSE the quasty,
COMBAL ACCLTACY, OF COMpIMBNAss of the INKrMation, sext, qraphics, Bnks, and cihar kems
comained on its web pages because the material Comes ifom 3 variety of sources, colected and

AN Tor dierent Burposes. Thes ity also retans the right 10 Change any content on ik web
e veithout pror notice.

W 1 have read and accepted the above terms

Continue Regis!

Step 1: Please read the disclaimer and check the box “ I have read and accepted the above terms” and
click Continue Registration.
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Account Registration Step 21
Enter/Confirm Your Account Information

Legin Information

Step 2: Complete the required fields by entering the Login Information:

User Name — Create a unique user hame

Email Address — Enter a valid email address for your forgotten password recovery
Password - Enter the password and verify it by entering it a second time

Security Question/Answer — Create a security question and answer that only you have access to and can
remember. This is in case of a forgotten password.



Salect Contact Type

Step 3: Contact Information
Select “Add New” and for Contact Type Select “Individual” and click Continue

Contact Information
*Firs Mackdr

Step 4: Complete the required fields by entering the Contact Information:
*First/Last, *Address, *City/State/Zip, *Email Address, *Contact Is



Step 4: Continued
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Step 4: Continued, *Relationship to Property and click Continue
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Step 6: V Contact Added Successfully should display with your contact information.
Special Note: Enter the Words or Numbers in the Box shown above to Continue Registration

Offeial Wt o the Ry of Aiasoe AL for Achion (414) FEBLITY | Clck fox Sevvices
- Directony ~ Residents Business Visitors m

Online Services

B seors ooopmue ccrcament ames o more -

Congramiaions. You Rave il regmaNG B ccoune

Account Information

Contact Information

R

RAN &1

it
Milwaukee

Step 7: A banner will display, V Your account successfully registered.

STEP 2.

Connect your existing e-Permit system Account to your new LMS
account

1. Using Internet Explorer 11, the preferred browser, navigate to the following web address:
http://milwaukee.gov/Ims

Technical Tips:

1. Form fields that are marked with a red * asterisks indicate required fields and must have
information in them to continue.

2. If you are prompted to by your browser to “Show All Content” please reply Yes

2. If you are prompted to by your browser to “Show All Content” please reply Yes

Licenses Puhlic Waorks

Only secure content is displayed.  What's the risk? Show all content

3. New Users, If you have not created an account in LMS click here for instruction, otherwise login
and continue to step 4.


http://milwaukee.gov/lms

4. Select the Account Management link located at the top of the page.
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5. Select the Add a License link located at the right side of the page.

a. Your professional license(s) may need to be validated by the agency before you can

use it.
6. Select a License Type from the Drop down list, and Enter your current State/e-Permit License

Number click search.
7. |If correct license is found click on Connect under the Action column.

Adding a License:

* indicates a required field.

License Information

Showing 1-1of 1

License Number Type MName Action
-16-00040 Elevator il Connect €———
ELE-15-00040 Contrachor Testing Last Mame Connect
[ 5
Message from webpage

| Do you want to associate this license to your account?

L Ok ] ’ Cancel

a. Click OK



The license selected will be associated to your account. You will now be able to pull permits.

License Information

Add a License

You may add professional license(s) to your public user account by clicking the Add a License button. Your professional licensels) may need to be

validated by the agency before you can use it

Showing 1-2 of 2 | Dow Ir

State License # License Type Issued On Expired Date
Elevator

ELE-15-00040 Contractor 09/20/2016 01/30/2017

222684 Plumbing

Apply for a new City Contractor License

(For customers who were not previously registered in ePermits)

1.

10.

11.
12.
13.

Click on Licenses tab new users will have to register for an LMS account. Click here for

instruction.
Login to the LMS system
Click on Licenses tab

Status

Approved

Approved

Country

United States
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Please read the disclaimer and check the box “ I have read and accepted the above terms” and

click Continue Application.
Select License Type from the avaiable record types
Tip: Contractor License will choose from:

e Electrical License Application

e  Plumbing Contractor Application

e Stationary Engineer Application

Click Continue Application

Enter your contact information below. To save time you can use the Auto-fill option to copy
contact information from your registration. If you already have a license, use the drop-down list

to copy information from your contact record on file.

Fill out any required information
Click Continue Application
Enter General information:
a. Type of License from drop down
b. Expiration date if applicable
c. State License Number
Add any necessary documentation to keep on file
Click Continue Application
Review application and Click Continue Application



14. Receive new application number- keep this number to associate to your account. Click here for
instruction on how to connect your license number to your account.

Step 3: Receipt/Application Submittal

Receipt

Your application(s) has been successfully submitted.

Please print your record(s) and retain a copy for your records.
No Address

™

15. Click on record number to view Record details.
Search for License number

Click on Advance Search to look up by License Application records
Click on Search All Records on the right hand side

Select License Type from drop down

Click Search
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